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Process for Requesting Lab Space 


Department 

member 

contacts 

Departmental 

Space 

Representative 
with request. 


Departmental 

Space 

Representative 
completes 
Work Order 
Request form 
(in 'Othert 
section, after 
obtaining 
manager 
approval) and 
submits to 
SP&L 

Coordinator. . 


SP&L 

Coordinator anc 
RD&E Facility 
Engineering & 
Maintenance 
evaluates 
request and 
meets with 
Departmental 
Space 

Representative 
for more 
information if 
needed. . 


Request 

Approved 


SP&L 

Coordinator and 

RD&E Facility 

Engineering & 

Maintenance 

notifies 

Departmental 

Space 

Representative 
request is not 
approved. 


SP&L 

Coordinator 

notifies 

Departmental 

Space 

Representative 
that request is 
approved and 
RD&E Facility 
Engineering & 
Maintenance 
provides 
timeline for lab 
work. 


SP&L 

Coordinator 
works with KSA 
Interiors and 
RD&E Facility 
Engineering & 
Maintenance to 
investigate 
options. 


Departmental Space 
Representative or 
designated 
department member 
submits 

Telecommunication 
Request Form(s) to 
appropriate 
Telecommunications 
Coordinator. 


Options reviewed 
with 

Departmental 

Space 

Representative. 


SP&L and 

Telecommunications 
Coordinators coordinate 
with KSA Interiors (move 
schedule), Beil 
Industries (PC moves), 
IS Communications 
(telecommunications 
orders)), on-site 
movers, and RD&E 
Facility Engineering & 
Maintenance. 


SP&L Coordinator ’ 
notifies 

Departmental Space 
Representative and 
department member 
moving of scheduled 
dale, Move notices, 
labels and boxes are 



Option 

Approved 


SP&L 
Coordinator 
meets with 
OC/RD&E Space 
Liaison to review 
information. 


SP&L 

Coordinator 

notifies 

Departmental 

Space 

Representative 
of decision and 
course of action. 


Source: https://www.industrydocuments.ucsf.edu/docs/jzdl0001 













